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How do I print a Requisition 
from FMS? 

When it becomes necessary to print a requisition. 
 
   
Creating a Run Control 1. Establishing criteria for printing process

   
   

 

  

   
Using a Run Control to Print REQ  2. Using a previously created Run Control
   
   
   
   
   
   
Printing a Requisition  3. Print a Requisition from FMS
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Printing a Requisition 
 

It will now be possible to print a requisition from the PRP Reports menu rather than doing screen prints in ePro. 
Each user will need to create a Run Control ID for this new process. 
 
Step 1: Creating a Run Control 
The Run Control ID stores the parameters for a process or report, so the next time it is run the criteria do not have 
to be re-entered. The Run Control ID functions as a label for the chosen process parameters. This only needs to be 
created once, the initial time accessing the process. The name given the Run Control should be all one word and 
“_” is acceptable. Suggestion: call it LBNL_PrintREQ. 
 

⇒ Go 
⇒ Administer Procurement 
⇒ Manage Purchase Orders 
⇒ Report 
⇒ Print Requisition 
⇒ Add  

 

 
 
Add: Create a name (Run Control) for repeated use. Click on OK 

 
 
When the Print Requisition panel appears then click on Save. .You have now created a Run Control. 
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Step 2: Using a existing Run Control to Print Requisition 
 

When the buyer needs to use Print Requisition again, locate the Run Control that you previously created using 
Update/Display instead of Add and then Search. 
 

⇒ Go 
⇒ Administer Procurement 
⇒ Manage Purchase Orders 
⇒ Report 
⇒ Print Requisition 
⇒ Update/Display 
 
 
The Update/Display panel will be displayed. 
 

 
 
Click Search.  
 
Select the predefined Run Control for Print Requisition. 
 
Click OK. 
 
The Requisition Print panel displays 
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Step 3: Printing a Requisition 
Enter the Requisition Id (Requisition number) that you want to print.  
 

 
 

Once you’ve entered the Requisition Id, click on the Run   button. 
 
The Process Scheduler Request panel will be displayed. 
 

 
 
Your Run Location will be Client, the Output Destination will be File (check that File/Printer has the “ps” in 
its path if not then add it like above). Click OK. 
 

If you have the correct settings in Process Scheduler Request and want to skip it coming up each time 

you want to print use Run with Defaults  rather than Run  . 
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An SQR process icon will appear down on your task bar and then the SQR viewer will open displaying the 
requisition you selected to print. Click on the Print icon to print to your defined printer or go to File: Print to 
select a different printer. 
 
Note: Entered By information is always N/A since it does not exist in PRP. 
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